Computer Skills

MS Excel

Work Sheet # 1

Topics Covered:

Starting Microsoft Excel, Elements of Excel Window, General Revision about Excel (Books, Worksheets, Cells, Formulas and Expressions) 
Working Steps:
1. Start Microsoft Excel: From Start ( All Programs ( Microsoft Office 2007 ( Excel 2007
2. Check the following elements of Excel window:
a. Title Bar

b. Quick Access Toolbar
c. Office Button
d. Formula Bar
e. Active Cell
f. Worksheets
g. Name Box
h. Scroll Bar

i. Status Bar

j. Ribbon

k. Tabs

3. You should be aware of the following concepts:

a. Books

b. Work Sheets 

c. Columns

d. Rows

e. Active Cell

f. Reference Number

4. Enter the following table:

	St. Name
	St. Marks
	 
	 
	Pass/Fail

	 
	Excel
	Access
	FP
	

	Mohammad
	85
	80
	89
	Pass

	Maha
	90
	87
	91
	Pass

	Ali
	45
	46
	42
	Fail


5. Apply the following formats:

a. Change the title rows to Bold.

b. Change the St. Name column to Bold

c. Change the headers color

d. Merge St. Name cell with the one below, and align it vertically to Center.

e. Merge St. Marks cell with the two cells next to it.

f. Merge the Pass/Fail cell, with the one below it

g. Show the borders of the table.

h. Align the names to Center

